Project Request Form: 

Audio/Video to Electronic Document:

	Service


	
	Turnaround time


	Rate per minute:

Easy (1-3 people, clean audio)
	Rate per minute:

Difficult (4+ people or 1-3, hard to understand audio)

	Express *
	 FORMCHECKBOX 

	1-3 days
	$2.50
	$3.00 

	Standard
	 FORMCHECKBOX 

	4-14 days
	$1.50 
	$2.00 

	Long-term
	 FORMCHECKBOX 

	14+ days
	$1.00 
	$1.25 


*  Express Service is not guaranteed for files over 3 hours in length. 

** Hard copies of transcriptions can be provided upon request for an additional charge.

Data Entry: 

	Service:


	
	Turnaround time:


	Rate per entry:



	Express
	 FORMCHECKBOX 

	1-3 days
	$.10

	Standard
	 FORMCHECKBOX 

	4+ days
	$.08


(Rate per entry is defined as one line/column of Excel data, one contact card or one line of typed text in a Word or other text document, etc.)

Formatting Requests:

	Spacing:
	
	Other:
	

	Single
	 FORMCHECKBOX 

	Line Numbering
	 FORMCHECKBOX 


	1.5
	 FORMCHECKBOX 

	Time Stamps:
	 FORMCHECKBOX 


	Double
	 FORMCHECKBOX 

	If yes, specify frequency
	     

	Special
	     
	Special Requests:
	     


Client Information:

	Contact Name:
	Email Address:
	Mailing Address:
	Phone Number:
	Fax Number:

	     
	     
	     
	     
	


Client Signature:

     
_______________

Terms & Conditions:  

· Upon receipt of the first Project Request, Anne Berger will provide the client with a signed W-9 for tax purposes. 

· Transcription Payment Terms: Payment is within 20 days of receipt of completed transcription.

· Data Entry Payment Terms: To be discussed with client.
